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Installation
To install the Healthy Start Program on your PC:

Exit all currently running Windows programs.
* Load the Healthy Start CD-ROM into the CD Drive.

Healthy Start Installation

Initializing Wise Installation Wizard. ..

The installation program may need to install some files that will necessitate “re-booting” your
PC. If so, you will see the following screens appear at the beginning of the installation process.
Click “OK” or “Next” when prompted. Once the PC is “re-booted” the installation process will
continue.

Wise Installation System

Your suztem iz now being prepared for the
DAL 25 installation.  Thiz will only take a
= few maments.

Wise Installation S¥stem

DAL 25 iz now being installed.
ou will be prompted for a reboot
when it completes.

Wise Installation System

i j MDALC 2E has been installed.
The Syztem muszt reboat fow i order ko finizh
the inztallation. The application installation will
zhart automatically after the reboot.
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* You should see the Installation Wizard begin and display the Welcome Screen.

2 wWelcome E I

YWielcame to Healthy Start Setup pragram. T his
program will ingtall Healthy Start on your compiter.
g

It iz strongly recommended that you exit all Windows programs
before minning thiz Setup Program.

Click. Cancel ta quit Setup and cloge any programs you have
running. Click Mext to continue with the Setup program .

WARMIMG: Thig program i protected by copyright law and
international treaties.

|Inauthaorized reproduction or diztribution of thiz program, or any
portion of it, may result in severe civil and criminal penalties,
and will be prozecuted ta the maximum extent pozsible under
=T

Cancel |

* To continue — Click “next.”
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* The “Choose Destination” screen will show you the default directory where the Healthy
Start Program and files will be installed.

43 Choose Destination Location

Setup will inztall Healthy Start in the fallawing folder.

T inztall inta a different falder, click Browse, and select
another folder.

f'ou can chooze not ko install Healthy Start by clicking Cancel
ko it Setup.

" Destination Falder

C:%Program FilezhHealthy Start Browse. .. |

< Back Cancel

* To install using the default directory settings — Click “Next.”
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The “Program Manager Group” window will display. The selection should default to

“HealthyStart.” Click “Next.”

:,"-i!- Select Program Manager Group

Enter the name of the Program b anager group to add Healthy
Start icons to:

HealtbwStart

Arccezsones

Adrminiztrative Toolz

Core Suite

Dell Acceszones
HealtbyStart

MERAMT Met Expresz 3.1
Microzoft Developer Metwiark,
Microzoft Office Toolz
Microsaft Wisual Bazic 5.0
Microzoft \web Publishing
Martan Antiirus Corparate E dition
Movell [Common)

Oracle - Oradb3w2

Oracle - Oradigcw

[

¢ Back

Cancel |

* You are now ready to start the installation process.
42 Start Installation
Y'ou are now ready to install Healthy Start,
Presz the Mest button to begin the inztallation or the Back
button to reenter the ingtallation information,
< Back
%

To continue — click “Next.”
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* The installation program will display a status screen showing the progress of the

installation.

Installing

e

&

=]

— Current File

Copying file:
C: 3w MDD S S STEMYMS ComCh2, oo

— Al Files

Time Remaining O minutes 1 second

* And will update your system configuration.

% Ipdating System Configuration, Please Yait...
Lo
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* The Installation Complete screen will display upon successful installation.

42 Installation Complete I

Healthy Start has been successfully installed.

Fresz the Finigh button to exit this installation.

¢ Hack [Earze] |
* At this point, you will be asked to re-boot your PC so that the system changes are

recognized.

Note:  You do not have to re-boot at this time but you cannot use the Healthy Start
Program until your system has been re-booted.

Install | x| I

Thiz system must be restarted to complete the
inztallation. Press the OF. buttan ba restart this
computer. Prezs Cancel bo return to SWindowes

without restarting.
Cancel |
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Starting the Application

To start the Healthy Start Application:

Click on the “Start” button.
Click on “Programs.”
* Click on “Healthy Start.”

Accessones

Adobe Acrobat

Cahon ScanGear Toolbox 3.0
tanarch

Met0aziz1.1

Startup

WinZip

Internet Explarer

Access [BM
|IEM Help

Mew Office Document Microzoft Access

b ft Excel
Open Office Document IFIOSOH EHEE
Microzoft Outloak
Windows Update Microzaft PowerPoint
Microzoft YWard

Outlook, Express

B EE® &R D

(445 [

inZip

r HealthwStart

Programs

Documents
Settingz
Search
Help

Fiun...

Log Off administrator. ..

&) fo @ 8L

Shut Down...

Windows 2000 Professional
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Client Setup

The Client Table resides in a database on your local PC. This table contains parameters needed
by the “Bridge” product as well as “default” client, HID#, County# and Provider# settings used
by the Healthy Start entry screens.

The “Station Selection” and “Client Setup” screens will appear automatically the first time the
Healthy Start application is started.
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Initial Client Setup:

A pop-up window will appear prompting you to select the appropriate Bridge Station.

TEP/IP Station Selection I
Select & Station:

STN_4601
5076 e

Modify | Select |
LDelete | Cancel |

Note: Be sure to select a terminal station and not a printer station. If you are not sure about
which available station to select, please contact the CDP Help Desk for assistance.

Highlight the appropriate station.
Then click “Select.”

The “Client Set-Up” will appear to allow the entry of the HID#, County# and Provider#. The
HID#, County# and Provider# entered will be used by the Healthy Start Application as the
default HID#, County# and Provider #.

i CLIENT SET-UP x|

i
Tranzport |Enre TCFAF Trarsport

P Station ID ISTN_E

| Clientt |3|:| HIDH# | Count}lﬂl Providerﬁl

Refrezh I Cloze |

Enter the HID# (Example: 001 or 037 or 303, etc.)
Enter the County #  (Example: 001 or 037 or 303, etc.)
Enter the Provider # (Example: C2001)

Note: Only use the “default field feature” if you always enter the same HID, County
or Provider #.

* Then press update.

Revised: 10/15/2002 Page - 11



CDP - Healthy Start User’s Guide

Modifying Client Setup:

If for any reason there is a need to modify the HID#, County# or Provider# field:

Click on “File” on the Menu Bar.
* Then select “Client Setup.”

. Healthy Start in Childcare
(KR Actionz Update Table:  Terminal

Setup |St.art. Activities T Healthy Start Classes: T Rezerved for Future Use

Ezit
—nl:l,-nm—l HID County License Date Providerl Documnentf

The “Client Setup” pop-up window will appear.

¥ . CLIENT SET-UP X
i

Tranzport |Enre TCFAF Trarsport
[ Station ID [STH_S

Client |3|:| HID# ||:|3? County#'ng? Providert | c20m

Refrezh I LClose |
= I

To modify the HID#: Tab to HID# field, space out or enter new HID#.

To modify the County#: Tab to the County# field, space out or enter new County# .
To modify the Provider#. Tab to the Provider# field, space out or enter new Provider#.
Then click the “update” button.

* ¥ ¥ *

The pop-up screen will disappear.
Exit and re-start the Healthy Start application.

Note: See “Initial Client Setup” section.
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Sign-On

If you have not selected and stored your Bridge Station Number in the Client Setup Screen, you
will need to select a Bridge Station Number.

TEP/IP Station Selection I
Select & Station:

STN_4601
5076 e

Modify | Select |
LDelete | Cancel |

* After starting the application you will receive a “CDP Log In” Screen.
. Login to CDP x
User Name: I
Pazzword: I
ak | Cancel |

MNew Password I
Confirrn Pwd I

* Enter your Username (KY Number).

* Enter your Password.

* Click “OK.”
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Activity Entry

To Enter a “New Document”:

* Click on the Healthy Start Activities Tab.

. Healthy Start in Childcare

File  Actions Update Tablez  Temminal

Healthy Start Actiwvities ? Healthy S5tart Claszes T Regerwved for Future Usze
Action HID County License # Date Provider$f Document# Activity Code
] 2 RSN | Jors10/2002 7] | | |outreach =]
OR
* Click on “Actions” on the Menu Bar.
Then click on “New Activity Entry.”
dcare . = s
Eile Updste Tables  Temminal
" .
ity Entry rg’ Healthy Start Classes ? BFeserved for Future Use
Mew Class Entry
Loakup Childeare Facilty By Name ense # Date Provider$f4 Document# Activity Code
W& Lookup Activity By Document Mumber iUlr'l5r'ZUUZ _:j ; ; iUUthﬁCh :j
Lookup Clazzes By Document Mumber

il 1 Deduce Communicable Diseases

* This will return the Healthy Start Activity Entry Screen.
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File Actions Update Tables  Terminal  about

Healthy Start Activitiez T Healthy Start Classzes ]
Action HID Count Licenzse # Date Providerdt Docuwmentg Activity Code
j I I I 3 FEZe/s2Z002 j I I IDut,reach j
Purpose: | Beduce Communicable Diseases
| RBeduce playground safety hazards
| Increase up-to-date immunizations
| Increase the nutritional status
Increase physical actiwity lewel
Increase childeoare prowviders ability to recoghize/manage socialfemotional health issues
| Decrease emotional /behavioral problems in children
| Increase coordinated training sessions
Increase referrals to HECC
Becommended to: I j # of referrals made: [
| =
| ~
| -
Bubmit Add Entry Add Class Clear Form Sevup Dare
Last Tpdc
* Enter information on the Activity Entry Screen. (See Activity Entry Section of User

Guide).

Revised: 10/15/2002
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To Edit (Change, Delete, Re-Activate) An Existing Document:

* Click on the Healthy Start Activities Tab.

. Healthy Start in Childcare

File  Actions Update Tablez  Temminal
Healthy Start Activities 3/ Healthy 5tart Classes T Beserwed for Future Use
fiction HID County Licenzse # Date Provider#f Documenty Activity Code
e ‘.:j ; ; ilelD;’ZDDZ .:j ; ; iDut.reach ‘:j
: 13 : )
* Click on “Actions” on the Menu Bar.

Then click on “Lookup Activity By Document Number.”

isi. Healthy Start in Childcare

File gl Llpdate Tables  Terminal
Hew dctivity Entry _E/ Healthy Start Classes T Reserved for Future Use
Mew Clazz Entmy
Lookup Childzare Facility By Narne # Uitz Providerf Document Uistielialibny (Hels
;E; ooku y By Document Number 356701 |olsl0/2002 A:j i i IDut.reach _v_j
Lookup Clazzes By Document Humber
= I RPeduce Commuanicable Diseases
-
* A pop-up window will be displayed asking for the Document #.
Healthy 5tart RActivities T Healthy S5tart Classes 1
Action HID County License # Date Provider# Document# Activity Code
Hew - | 5 s26/z00z 7| | | |ourreach =]
Purpose: [ - - s oo oo
— Document Lookup
— Enter HID# [
ize/manage socialfemotional health issues
— Enter DocumentH
] dren
[ (]9 | Cancel ‘
Eecommended to: referrals made:
Enter HID#.
Enter the Document #.
Click “OK” or press Enter.
*

The requested document will be displayed on the screen and is available for editing.
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Entering Activity Information:

Action: Required.
Must be selected from the list. No other entries are allowed.
New - Will create a new document.
Change - Will allow modifications to an existing document.
Delete - Will flag a document for deletion.

Reactivate - Will reactivate a document previously flagged for deletion.

i, Healthy Start in Childcare

Eile Action: Update Tables  Terminal

Healthy Start Activities 3/ Healthy Start Classes 3, Begserved for Future lUse
Action HID County License # Date Providerff Document# Activity Code
- :j ;.’_ﬁ.sissii [ | ;Dl,-’lD,-‘ZDDZ =l | iDut.reach ;j
Change Beduce Communicable Diseases
Delete |—“
Peactivate Beduce playground safety hazards
Increasse up-to-date imnmunizations

1. Tab to the Action Code Field. Make sure the Action Code Field is
highlighted.

2. Use the “down arrow” key to scroll thru the selections. Once you find the
desired selection, exit the field using the tab key.
Or:

Click on the “down arrow” button on the right side of the field. Then,
double-click on the desired selection.

HID: Required.
Must be numeric.

Note: If a HID# is stored in the Client Setup File then the HID# will already be
filled-in.

County: Required.
Must be numeric.

Note: If a County# is stored in the Client Setup File then the County# will
already be filled-in.

License#: Required.
Must be numeric.
If action is “New,” a pop-up window will be displayed asking for the Facility
Name. Enter any part of the Facility Name and press “Enter” or click “OK.”

Note: For “other than day care facilities” enter the letter “O” -- - then select
“other than day care facilities” from the list.
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w Healthy Start in Childcare =8| x|

File Actions Update Tables  Teminal

Healthy Start RActivities T Healthy Start Classes T Beserved for Future Use
fiction HID County License # Date Providerf Documentg Activity Code
few =l o0 ] o0 ] lo1s10/z002 7] | | |ourreach |
Purpose:

RBeduce Communicable Diseases

Peduce p.hea"hyﬂaﬂ

Increase Enter Daycare Facility Mame:

Increase
Cancel

Increase

Increase Hal/emotional health issues

Decrease

Increase coordinated training sessions

A o

An additional pop-up window will be displayed allowing the selection of a Facility Name. If
the Facility Name is not listed in the window you may scroll forward by clicking the “Next”
button or you may scroll backward by selecting the “Previous” button.

File Actions pdate Tables Terminal  Abouk

Healthy Start Activities T Healthy S5tart Classes ]
Action HID County Licenzse # Date Providerif Document. §
Hew = | | | acozzs | 9 szeszooz | | |
Childcare Facility Directory
Presz F12 to zelect Facility
Classes: [ P ZER3FEF C.A.R.E. Center 4 Camphellswille
r- c 254280 C.0.P.E. Center / Madizonwville
25636l C/5 Play Care S Shepherdsville
[ o 256476 CLASP S Louiswville
3 Cabbage Patch Child Developmen [
r- L 2E6zEeE Cadiz Family Development Cente f Cadis
r— I 356486 Caldwell Child Dewelopment Cen / Radeliff
| 3Ed4776 Caldwell County School Age J Princeton
r- = 350330 California Area Family 4 Louizswville
_ 23E4876 Calwary Baptist Day Care J Maysville
r- c 3EEZEE2 Calwary Care Daycare 4 Prescho / Lexington
r— o 254122 Calwary Child Care Center S Danwille
3EE754 Calwvary Temple Christian Child / Owenshoro
o BELEEOZ Calwary's Kids Christian Presc f Winchester
2 354149 Camargo After Bchool Child Car / Mt. Sterling
3EE85858 Camden Station Eagles MNest / Crestwood
3E5883 Camp Pride Child Care / Madizonwville
23532399 Campbell's Child Care / Bhepherdswville
2BEE9LZ Campbellswille Child Dewelopme f Camphellswille
Hemt Previous | Cancel | I

To select a Facility, highlight the Facility Name, then press F12 or double-click the Facility
Name. The Facility License # will be placed in the License # Field.
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To Change the License # of an Existing Document:

Click on “Actions” on the Menu Bar.
* Select “Lookup Childcare Facility by Name.”

d dcare .=
el Update Tables  Terminal
Mews fictivity Entry Healthy Start Claszes T Reserved for Future Use
Mew Clazs Entiy
Lockup Childzare Faciliy By Name enze # Date Provider#f Documentc# Activity Code
[1r= " Lookup Activity By Document Number 386701 fo1s10/z002 7] | | {outreach |
Lookup Clazzes By Document Mumber
il 1 Deduce Communicable Diseases
w Healthy Stait in Childcare = @] =]
File Actions Update Tablez  Terminal
Healthy Start RActivities T Healthy Start Classes T Rezserved for Future Use
Action HID County License # Date Providerf Documentf fctivity Code
INew 'I Isnn | 500 | [or/10/2002 7] | | [outreacn =]
Purpose : I )
Deduce Communicable Diseases
I Reduce p. LEGLUTEIEN
I Increase Enter Daycare Facility Mame:
I Increase
Cancel
I Increase
I Increase ial femotional health issues
I Decrease
I Iricreaze coordinated training sessions

An additional pop-up window will be displayed allowing the selection of a
Facility Name. If the Facility Name is not listed in the window you may scroll
forward by clicking the “Next” button or you may scroll backward by selecting
the “Previous” button.
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File Actions Update Tables  Terminal — About
Healthy Start Activities T Healthy S5tart Classes ]
Action HID County License # Date ProviderH Docunent #
New =l [ [ zs0zzs | o szeszonz v| | [
Childcare Facility Directory
Fress F12 to zelect Facility
Classes: | P 3EE3EE C.A.R.E. Center J Camphellswille
I— c 3E4320 C_O.P_E. Center F Madizonwille
356361 Cf5 Play Care f Bhepherdsville
o 356475 CLASP S Louiswville
<] Cabhage DTatch Child Developmen / Louisville
I_ w BEEEEE Cadiz Family Development Cente f Cadiz
I— I. 256488 Caldwell Child Development Cen [/ Radeoliff
' 3E54FF6 Caldwell County S2chool Age F Princeton
s 3503320 California Area Family 4 Louisville
. 2548326 Calwvary Baptist Day Care S Mayswille
I_ c 3EEELEE Calwvary Care Daycare & Prescho f Lexingbon
I— o 254133 Calwvary Child Care Center S Danville
2EZ754 Calwvary Temple Christian Child / Owenshorao
i SFEEE0E Calwvary's Kids Christian Presc f Winchester
€ 254149 Camargo After School Child Car f Mt. Sterling
355888 Camden Station Eagles Nest / Crestwood
L5883 Camp Pride Child Care 4 Madisonwille
2532399 Campbell's Child Care S Shepherdsville
3EE3EZ Camphellswville Child Dewvelopme / Camphellswille
Mest Freviouz Cancel I

To select a Facility, highlight the Facility Name, then press F12 or double-click the Facility

Date:

Name. The Facility License # will be placed in the License # Field.

Required.

Must be a valid date. Valid format is MM/DD/CCY'Y.

If the action is “New” the system will default to today’s date.
Note: There are several ways to modify the date:

1. If you click the down arrow on Date field a pop-up calendar will appear.
If the desired date is in the month and year displayed simply click on the
date. The calendar will disappear and the Date field will show the selected
date. The calendar will allow you to view and select a date from previous
months and years.

Revised: 10/15/2002
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w Healthy Stat in Childcare &=

File  Actionz Update Tablez  Terminal

Healthy Start Activities T Healthy Start Classes T Rezserwvaed for Future Use

Action HID County License # Date Providerf Documentf fctivity Code

INew 'I ISDD | 500 | 356701 IlelDIZDDZj | | IDut.reach j
;I January 2002 _’I

Purpose :
Reduce Communicable Dis

Deduce playground safety =0 31 1 z = 3 <

Increase up-to-date immf & 7 & 3 @ 11 1z
12 14 15 1& 17 18 1%
Z0 21 EZz 23 24 5 zZ6
Increase physical actiw] 27 28 2% 30 31 1 =2
3 4 1 ) 7 =) 9
Increase childeoare prow

T JToday: 01102002

Decrease emcotional /bhehavicoral problems in children

Increase the nutritiona

efmanage socialsemotional health issues

L

Or

2. When you tab to the Date Field, the month portion of the date will be
highlighted. You can add or subtract months by using the “+” or “-* keys.
Use the “left or right” arrow key (“€” “->”’) to move to the day portion
of the date. You can add or subtract days by using the “+” or “-*“ keys on
the numeric keypad. Once again, you can move to the year portion of the
date by using the “=>” key and add or subtract years by using the “+” or -
“keys on the numeric keypad.

Note: Using the “tab” key while inside the Date Field will cause the
program to exit the Date Field and enter the Provider# Field.

Provider#: Required.
Provider# must exist on the CDP System.
Note: Ifa Provider# is stored in the Client Setup File then the Provider# will
already be filled-in.

Document#: Required.
This is the unique number the system will use to identify this entry. Itis
assigned by the system and cannot be changed. If the action is “New” the
Document# will be blank. Once the entry has passed all edits it is assigned a
Document#. This number will appear on the status line of the screen.
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** SCREEN PROCESSED - DOCUMENT 7 LADDED *+*

aﬁlarlia e -‘:uj @ @ I e Net EHpressi ETelnet-nt... i Micmsoft F'] q%_F’roiecﬂ ]E ﬁ Healthy . .Q:N%ﬂ"&}?‘_@*@ #:60 AM

If the action is “Change” the Document# Field will be filled in but cannot be changed.

Activity Codes:
Required.
Must be selected from the list. No other entries are allowed. If the action is
“New” the Activity Code defaults to “Outreach.” To see all available Activity

Codes:
i, Healthy Start in Childcare |2 ] x]
File Actions Update Tables  Teminal
Healthy Start RActivities ? Healthy Start Claszes T Rezserved for Future Use
Action HID County License # Date Provider$# Documentf Activity Code
- :j ;:_:.s:ss:s i so0 i 356701 ;glfla;zauz =l | ]Dut.reach _:j

Purpose: i
Peduce Communicable Diseases

i-—-—' Follow-up
Beduce playground safety hazards DECA

i : : : Collaboration
Increase up-to-date immunizations Information Provided

i T PR FEpR Py 1 4 i

1. Tab to the Activity Code Field. Make sure the Activity Code Field is
highlighted.
2. Use the “down arrow” key to scroll thru the selections. Once you find the

desired selection, exit the field using the tab key.

Or:

Click on the “down arrow” button on the right side of the field. Then,
double-click on the desired selection.
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Purpose: Required.
At least one (1) purpose must be selected per entry.
To select a Purpose, place an “X” in the box to the left of the Purpose Description.
Purpose:

Deduce Communicable Diseases

Beduce playground safety hazards

Increase up-to-date inmunizations

Increase the nutritional status

Increase physical actiwity lewel

Increase childeare prowviders ability to recognizef/manage social/emotional health issues
Decrease emcotional /behavicral problems in children

Iricrease coordinated training sessions

0

Increase referrals to HECC

Placing an “X” in the Purpose Box will cause a pop-up window to appear. This
pop-up window will contain indicators, which will need to be answered with a
“Y” or “N.” Depending on the answer to the indicator - additional required
actions may appear. These will also need to be answered with a “Y” or “N.”
Once the indicators and required actions have been correctly answered, click
“OK” and the pop-up windows will close.

Note: No pop-up windows showing indicators will be displayed for Activity
Codes of “Outreach” or “Information Provided.”

Activity Code “DECA” will only allow the selection of purposes 6 and
7.

To view the Indicators and Required Actions for a selected purpose, tab to the
Purpose and right-click. A pop-up window will appear displaying the Indicators
and Required Actions along with their associated answers.

Note: Spacing out the “X” in the Purpose Field will remove all answers
previously entered for that purpose.

Note: All “Purpose” selections function in the same way except for Purpose
#7, which will return additional actions when indicators are answered
(13 2
yes.
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An example of how to select Purpose 1 (Reduce Communicable Diseases).

To select this Purpose, place an “X” in the box to the left of the “Reduce Communicable
Disease” Purpose Description.

Purpose:

Increase
Increase
Increase
Increase
Decrease

Increase

o

Increase

Deduce Communicable Diseases

Beduce playground safety hazmards

up-to-date immunizations

the nutritional status

physical activity lewel

childcare prowiders ability to recognize/manage social/femotional health issues
emotional /behavioral problems in children

coordinated training sessions

referrals to HSCC

Placing an “X” in the Purpose Box will cause a pop-up window to appear.

1

L

Recommended to:

PSSR ——

il Reduce Communicable lliness

’T ;.-’-‘n.dheranu:e to diapering pratocol as required for certificationdlicensure

i‘m ;Adherance to hand washing protacal as required for certification/licensure

Prial health issues

oK LCancel

This pop-up window will contain indicators, which will need to be answered with a “Y” or “N”
or a space. If the answer to the indicator is “N,” additional required actions will appear.

Note: Indicators for Purpose: Decrease/Emotional/Behavioral Problem in Children will
pop-up actions if the indicator is answered with a “Y.”

Revised: 10/15/2002
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Purposze :

1 -
Reduce Communicable lliness

1

ﬁlw ;Adherance to diapering protocal as required for certificationslicensure

;Tw ;Educalion given on improving diapering changing areas and procedures Lredl Tremilel dosuss

;.IT ihdhelance to hand washing protocol as required for certification/licensure

L

3..... iEducation given on improving hand washing facilities and procedures
Recommended

o

I
I
] aK Cancel
I

These additional actions need to be answered with a “space,” “Y” or “N.” Once the indicators
and required actions have been correctly answered, click “OK” and the pop-up windows will
close.

Note: Clicking the “cancel” button will reset the answers to their previous values.
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Recommended to:

Optional.

Must be selected from the provided list.
Can have up to four (4) referrals per screen.
Cannot select the same referral twice.

Recommended to: - # of referrals made: ;.................“
Local Health Department i
Community Mental Health Center i
Priwvate Psychologist
Local 2chool f Head Start ;
Private M.D. e
CCRaR
First Eteps ' i' Setup Dat.e’
Last Updt ]___L‘

1. Tab to the “Recommended to” field. Make sure the “Recommended to”
field is highlighted.

2. Use the “down arrow” key to scroll thru the selections. Once you find the

desired selection, exit the field using the tab key.
Or:

Click on the “down arrow” button on the right side of the field. Then, double-
click on the desired selection.

Referrals Made:
Optional.
Must be numeric. Valid entries are 1 — 999.
Cannot be entered unless a corresponding “recommended to” has been selected.
Will be reset to zero if corresponding “recommended to” is cleared.

Setup Date: The date when the entry was setup on the system.
This field is “display only.” The date cannot be changed.

Last Updt:  The date the entry was last changed (updated).
This field is “display only.” The date cannot be changed.
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Submit: This button will transmit the entry (equivalent to an F12 on Bridge).

If the action is “New”

* The entry will be checked for errors and if errors are found, they will be
displayed on the status line. Correct errors and press “Submit” again.
Error - Provider not on file
iﬂﬁtaltl“ ﬁ I"‘_;.f] @ J [&gNetExpressl ﬁTeInet-nt... | Microsoft F'l %F‘miecﬂ " # Healthy .. ||<HENM@%)39 7:56 AM

* If no errors are found, a Document# will be assigned and displayed in the
status line.
** SCREEN PROCESSED - DOCUMEMNT 7 ADDED **

iﬂﬁlalt”J g I{_:;] @ “ @NetEHpressl ETeInet-nt... | Microsoﬂ F'l %F’miecﬂ ” ﬁ Healthy . ||<B§NM@$)’9 FA0AM

The action will be changed to “Change” and the document is available for editing.

If the action is “Change”
* The entry will be checked for errors and if errors are found, they will be
displayed on the status line. Correct errors and press “Submit” again.

If no errors are found, a status line message will be displayed stating the
changes were accepted.

If the action is “Delete”

* The document # will be verified.

* A status line message will be displayed stating the document has been
“flagged for deletion.”

If the action is “Re-activated”

* The document # will be verified.

* A status line messaged will be displayed stating the document has been
“re-activated.”
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File actions Update Tables Terminal  About

Healthy Start Rctivities T Healthy S5Start Classes ]

Action HID County License # Date Provider#f Document§ Activity Code

I vl I Lo/ 8 szo0z x| | | IDut,resu:h j

Purpose: X X
Beduce Communicable Diseases
Beduce playground safety hazards
Increase up-to-date inmanizations
Increase the nutritional status
Increase physical actiwvity lewel
Increase childeocare prowiders ability to recognize/manage socialfemotional health issues
Decrease emobional/behavioral problems in children

Increase coordinated training sessions

Increase referrals to HSCC

BRecommended to: I j # of referrals made:

|
I =l

Submit Add Entriy Add Class Clear Form

Setup Date

Last TUpdt

Add Entry: This button will 1) store the previously entered HID, County, License#, Date and
provider#; 2) Initialize the Activity Entry Screen; and 3) Automatically fill in the
previously stored information (HID, County, License#, Date and Provider#).

Add Class:  This button will 1) store the previously entered HID, County, License#, Date and
Provider#; 2) Initialize the Class Entry Screen; and 3) Automatically fill in the

previously stored information (HID, County, License#, Date and Provider#).

Clear Form: This button will clear the existing entry and initialize all fields.
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Class Entry

To Enter a “New” Document:

* Click on the Healthy Start Classes Tab.

. Healthy Start in Childcare

Eile  Actions Update Tables  Terminal
Healthy Start RActivities 3/ Healthy Start Classes T Rezarved for Future Use
Action HID County License # Date Provider# Document$ fctivity Code

i :j zon || [ ois10r2002 7] | | iDut,reach __:j

OR

* Click on “Actions” on the Menu Bar.
Then click on “New Class Entry.”

“Health_l,l Start in Childcare

[_[2]x]

Bl Update Tablez  Terminal

Mew Activity Entry Healthy Start Classes 3/ Beserved for Future WUse
Laokup Childcare Facility By Name ense # Date Provider#f Document# Actiwity Code
W& Lookup Activity By Document Mumber 0171572002 ;j ; ; ;UUtrEECh __:j
Lookup Clazzes By Document Mumber
* Enter information on the Class Entry Screen. (See Class Entry Section of User Guide).
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To Edit (Change, Delete, Reactivate) an Existing Document:

* Click on the Healthy Start Classes Tab.

* Click on “Actions” on the Menu Bar.
Then click on “Lookup Classes by Document Number.”

* A pop-up window will be displayed asking for the Document#.
Enter the Document#.
Click “OK” or press “Enter.”

* The requested document will be displayed on the screen and is available for editing.

:
| N TN O L

|
I
-
r
r
|
r
r
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Entering Class Information:

Action:

. Healthy Start in Childcare

Required.
Must be selected from the list. No other entries are allowed.

New - Will create a new document.
Change - Will allow modifications to an existing document.
Delete - Will flag a document for deletion.

Reactivate - Will reactivate a previously deleted document.

[Hetr

HNewr

Charnge
Delete
Reactivate

File  Actionz Update Tablez  Terminal
Healthy Start Rctivities \i/ Healthy Start Claszes H/ Reserved for Future Use
Action License # Date Providerf Diocument §

HID County

017102002 ‘Zj i i

Preventive Health

HID:

County:

License#:

Tab to the Action Code Field. Make sure the Action Code Field is
highlighted.

Use the “down arrow” key to scroll thru the selections. Once you find the
desired selection, exit the field using the tab key.

Or:

Click on the “down arrow” button on the right side of the field. Then,
double-click on the desired selection.

Required.

Must be numeric.

Note: If a HID# is stored in the Client Setup File then the HID# will already be
filled-in.

Required.

Must be numeric.

Note: If a County# is stored in the Client Setup File then the County# will
already be filled-in.

Required.

Must be numeric.

If action is “New,” a pop-up window will be displayed asking for the Facility
Name. Enter any part of the Facility Name and press “Enter” or click “OK.”

Note: For “other than day care facilities” enter the letter “O” -- - then select
“other than day care facilities” from the list.
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w Healthy Start in Childcare =&l x]
File  échions Update Tables  Teminal
Healthy Start Activities T Healthy Start Clazgoes T Reserved for Future Use
Aiction HID County License # Date Provider§ Documnent §
Hew j |500 | 500 | |ulf10;2002j | |
healthystart Ed
Classes: [ Prevenciwe I
Enter Daycare Facility Mame: -
I_ Communicahl: oK
[T 0Oral Health Cancel |
I_ Nutrition
I_ Injury Prew:
I_ Social fEmot
An additional pop-up window will be displayed allowing the selection of a
Facility Name. If the Facility Name is not listed in the window you may scroll
: : 113 99 :
forward by clicking the “Next” button or you may scroll backward by selecting
13 : 2
the “Previous” button.
File Actions Update Tables Terminal About
Healthy S5tart Activities T Healthy Start Claszes ]
Riction HID County License # Date Provideri} Locument #
New = I | | 3co3zs | 3 szeeooz v| | |
Childcare Facility Directory
Fresz F12 to select Facility
Classes: [ P 3E63ZZ C_A.R_E. Center / Campbellswville
I— o 2543280 C.O.P.E. Center F Madisonville
3536l CFS Play Care / Shepherdswville
I_ o 256476 CLASE J Louisville
0 abbage Fatch Child I
I- L FEEEER Cadiz Family Development Cente / Cadiz
l_ I 356485 Caldwell Child Development Cen / BRadcliff
| 354226 Caldwell County School Age / Princeton
I_ S 350330 California Area Family F Louisville
| 354826 Calwary Baptist Day Care f Maysville
l- C FLEERE Calwary Care Daycare & Prescho / Lexington
l_ o 354133 Calwary Child Care Center f Danville
352754 Calwary Temple Christian Child / Owenshoro
T 3EEEO0Z Calwary's Kids Christian Presc / Winchester
& 254149 Camargo After EBchool Child Car / Mt. Bterling
355888 Cawmden Station Eagles HNest F Crestwood
3E5E883 Camp Pride Child Care F Madisonwille
353399 Campbell's Child Care / Bhepherdswville
FEESEE Campbellswville Child Developme / Canpbellsville
HMext FBrevious LCancel I
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To select a Facility, press F12 or double-click the Facility Name. The Facility
License# will be placed in the License Number Field.

To Change the License # of an Existing Document:

* Click on “Actions” on the Menu Bar.
* Select “Lookup Childcare Facility by Name.”

ealthy Start in Childcare

File Wttt Lpdate Tables  Terminal
Mew Activity Entry Healthy Start Classzes T Reserved for Future Use
Mews Clazs Entr
& Farility By Mame enze # Date Provider$f TDocuments Actiwity Code
IE Lookup Activity By Document Mumber 356701 |01/10/2002 j I I Inutrea‘:h j
Lookup Classes By Document Mumber
il I Peduce Communicable Diseases

w Healthy Start in Childcare =& x|

File Actions Update Tables  Teminal

Healthy S5Start Activities T Healthy Start Classes T Bezerved for Future Use
Aiction HID County License # Date Providerf Document §
e | feo0 ] 500 ] [ors10r200z 7| | |
healthystart
Classes: [ Prevenciwe I
Enter Daycare Facility Mame: -
I_ Commanicakble 5 Y OK

[T Oral Health Cancel |

I_ Nutrition

I_ Injury Prew:

I_ Social fEmot

An additional pop-up window will be displayed allowing the selection of a
Facility Name. If the Facility Name is not listed in the window you may scroll
forward by clicking the “Next” button or you may scroll backward by selecting
the “Previous” button.
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File Actions Update Tables  Terminal  About
Healthy Start Activities T Healthy Start Classzesm ]
Action HID County License # Date Providerff Document §
New | | | | ssozzs |9 sesszooz v| | |
Childcare Facility Directory
Fressz F12 to zelect Facility
Classes: [ P 3EE3ZZ C.A.R_E. Center / Camphellswille
I— o 2E43280 C.O.P.E. Center 4 Madisonwville
35636l CfE Play Care F Bhepherdsville
|- o 3E6476 CLASE 4 Louiswville
35 Cabhage Patch Child Developmen / Louiswville
f adiz Family Development Cente adiz
[ u 356263 Cad F ly D 1 C £ Cad
I— T 356486 Caldwell Child Dewvelopment Cen / Radcliff
I 3E54zZZ6 Caldwell County School Age F Princeton
|_ ] 350330 California Area Family 4 Louiswille
| 354826 Calwary Baptist Day Care F Maysville
| alvary Care Daycare & Prescho exington
e ZEEZEE Cal C ol I ho / Lexi
I— o 354133 Calvary Child Care Center F Danville
352754 Calwvary Temple Christian Child / Owenshora
T 3EEE0Z Calwary's Hids Christian Presc / Winchester
= 354149 Camargo After Bchool Child Car / Mt. Sterling
F55888 Camden Station Eagles Nest 4 Crestwood
355883 Camp Pride Child Care J Madizonville
353399 Campbell's Child Care / Bhepherdswille
3EE35Z Campbellswille Child Developme / Camphellswille
Mext Previous Cancel
To select a Facility, highlight the Facility Name, then press F12 or double-click
the Facility Name. The Facility License# will be placed in the License # field.
Date: Required.

Must be a valid date. Valid format is MM/DD/CCYY.
If the action is “New” the system will default to today’s date.
Note: There are several ways to modify the date:

1. If you click the down arrow on Date Field a pop-up calendar will appear.
If the desired date is in the month and year displayed simply click on the
date. The calendar will disappear and the Date Field will show the
selected date. The calendar will allow you to view and select a date from

previous months and years.

Revised: 10/15/2002

Page - 34




CDP - Healthy Start User’s Guide

w Healthy Start in Childcare @]
File Actions Update Tablez  Terminal
Healthy Start fActivitie=s T Healthy Start Classes T BEezerved for Future Use
Action HID County License # Date Providerff Drocument §

INem vl Isnn ISDD | 356327 |01;10;2002j | |
;I January 2002 _‘I

Classes: [ FPreventiwe Health @00z1L 1 B 2 4 &

€ 7 8 9 @oyll 1z

13 14 15 1e 17 18 1%
I- Oral Health Z0 21 2z 23 E4 EE Z86
7 E8 2% 30 31 1 Z
e} 4 5 & 7 g 2
[T Injury Prevention C JToday: 0171072002

I_ Communicahle Disease

I_ Matrition

I_ Social /Emotional

Or

2. When you tab to the Date Field, the month portion of the date will be
highlighted. You can add or subtract months by using the “+” or “-* keys.
Use the “left” or “right” arrow keys (“€” “-2>”) keys to move to the day
portion of the date. You can add or subtract days by using the “+” or “-*
keys on the numeric keypad. Once again, you can move to the year
portion of the date by using the “=>” key and add or subtract years by
using the “+” or “-“ keys on the numeric keypad.

Note: Using the “tab” key while inside the Date Field will cause the
program to exit the Date Field and enter the Provider# Field.

Provider#: Required.
Provider# must exist on the CDP System.
Note: If a Provider# is stored in the Client Setup File then the Provider# will
already be filled-in.

Document#: Required.
This is the unique number the system will use to identify this entry. It is assigned
by the system and cannot be changed. If the action is “New” the Document# will
be blank. Once the entry has passed all edits it is assigned a Document#. This
number will appear on the status line of the screen.

If the action is “Change” the Document# Field will be filled in but cannot be
changed.

Classes: Optional, but at least one (1) Class Box must be checked.
1. Click the box to check or uncheck the box
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Claszes: ;.... Preventive Health
;.... Communicahle Disease
[T Oral Health
3.... Nutrition
3.... Injury Prewvention
;.... Social fEmotional

[T Child Abuse

;.... Other

Or
2. Tab to the box and press the space bar to check or uncheck the box.

# of Childcare Providers:
Required.
Must be numeric. Valid entries are 1 — 9999.

# of Children: Required.
Must be numeric. Valid entries are 1 —9999.

# of Parents: Required.
Must be numeric. Valid entries are 1 — 9999.

Setup Date: The date when the entry was setup on the system.
This field is “display only.” The date cannot be changed.

Last Updt:  The date the entry was last changed (updated).
This field is “display only.” The date cannot be changed.
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Submit: This button will transmit the entry (equivalent to an F12 on Bridge).
If the action is “New” -

* The entry will be checked for errors and if errors are found, they will be
displayed on the status line. Correct errors and press “Submit” again.

Error - Prowider not on file

iﬂSlalt”J E I‘[_:,.E] @ @ J mNetExpressl ETeInet-nt... | Microsoﬂ F'l E_Pmiecﬂ ” £ Healthy ... ||@$NM@%’& 55 A0

* If no errors are found, a Document# will be assigned and displayed in the
status line.
** SCREEN PEROCESSED - DOCUMENT 7 ADDED *+*

iﬂSlalt”J E I‘[_:,.E] @ @ “ mNetExpressl ETeInet-nt... | Microsoﬂ F'l E_Pmiecﬂ “ ﬁ Healthy ... ||@$NM@%’& T:50 A8

The action will be changed to “Change” and the document is available for
editing.

If the action is “Change” -

* The entry will be checked for errors and if errors are found, they will be
displayed on the status line. Correct errors and press “Submit” again.
If no errors are found, a status line message will be displayed stating the
changes were accepted.

If the action is “Delete” -
* The document # will be verified.

* A status line message will be displayed stating the document has been
“flagged for deletion.”
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If the action is “Re-activated” —

* The document # will be verified.

A status line messaged will be displayed stating the document has been
“re-activated.”

*

Clear Form: This button will clear the existing entry and initialize all fields.
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Terminal Mode

Other “Bridge” applications can be accessed by using the Terminal Mode. To access the
“Terminal Module”

* Click on the “Terminal” selection on the menu bar.

i, Healthy Start in Childcare
Eile  Action: Update Tables  Terminal

e

A Bridge Terminal Screen will be displayed.

. ¥B - Bridge
File

* | Signon | st | Signof |

Local F3 | Receive F11 | Trarzmmit F12 | Page Up | Paije Dowh |

RCW Forms On 01/10/2002 10:14 AM

4
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Update Tables

The “Activity Codes” and “Recommended To” referral selections are stored in a database table on
your PC. These tables may need to be updated periodically.

To update the “Activity Code” Table:

Click on the “Update Tables” selection on the Menu bar.
* Click on “Update Activities”

HHeaIth}l Start in Childcare
File  Actions EE[ERREI

Terminal

3/ Healthy Start Classes T Reserved for Future Use

License § Date Providerff Documents Actiwrity Code

To update the “Recommended To” Table:

* Click on “Update Referrals”

“Heallh}l Start in Childcare [ =]
Terminal

File  Actions EElECREE

Healthy Start Classes T Reserved for Future Use

Date Providerff Documentf fictivity Code

Note: The application will have to be re-started in order for the updates to be in effect.
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Exiting the Application

You can exit the application in two ways:

1. Click on the “X” in the top right-hand corner of the screen.

. Healthy Start in Childcare

File Actions  Update Tables  Terminal

Or

2. Click on “File” in the Menu Bar. Then click on “Exit.”

HHeaIth}l Start in Childcare

JREN Action: Update Tables  Terminal

Llient Setup Start Activities 3/ Healthy Start Classes T Reserwed for Future Use

HID County License } Date Providerf} Documenti Activity Code
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Application Updates

Updates to the Healthy Start Application Program, associated files and documentation will be
available through the Internet.

To check if an updated version is available:

Click on: Start; Programs, Healthy Start; Live Updates

Mew OFfice Document

@ Open Office Document [E Accessories »

% Sek Program Access and Defaults E Initernet Explarer
I‘_:ﬁl Outlook Express

@ Windows Lpdate (5} MERAMT Met Express 3.1 »
@ Microsaoft Office Tools L4
@ Maovell {(Common) 4
Micrasoft Excel

= WinZip

foud

Pragrams
- Microsoft Outlook
Documernts » Microsoft Publisher
Microsoft Word
STHIEE ’ Microsoft Access
el ]
Sty » 8] Microsoft PowerPoint

. Touch N' Go Enterprise warkstation 32
Help &) Micrascft ActiveSync
E Acrobat Reader 5.0

g Q& E LY

Windows 200 Professional

Run...

E Heal art 4 i HealthySkart
. @ Oracle Far Windows MT - Crant L g‘? Live Updates
Shut Down,..

@ Wise Installer L

j

R || 4 & 5 0

J (o Inbo - Mic

<«

Note: Every time the PC is “re-booted,” the Update Wizard will check if a new version is
available. If you do not wish to install the new version at this time, click “cancel.”
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The “Check For Update” Wizard Screen will appear.

Check for Updates to Healthy Stark - il

This wizard will check the Internet for ang upgrades to Healthy Start,
You must have a connection ta the Internet configured and a
warking YwinSock layer for this wizard to function properly.

Fress the Mest button to check the Internet for an upgrade to the
latest version of thiz software. Make sure your intermet connection is
active before pressing the Mest button.

Advanced Settings

Frezs the Advanced button below to view or change the proqy
SEMVES YOu are using of the automatic prompting interval.

Hest » Cancel

Click “Next”

If no update is available you will see the following screen and no other action is necessary.

Update checked! x|

This wizard will check the Internet for any upgrades to Healthy Start,
You must have a connection ta the Intemet configured and a
working ‘WinSock laper for thiz wizard to function properly.

Press the Next button to check the Internet for an uparade to the
latest version of this software. Make sure vour intemet connection is

Y'ou are currently running the latest version of
Healthyp Start. Fleaze check for updates again
in the future.

i

| Savanced I

hange the prosy

g interval.
aK I Catricel |

Cancel

Click “OK.”
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If an updated version is available, the “Download Update” Screen will appear.

£ start Update Download

¢

You are now ready bo download the update to Healthy Start,

Frezs the Mest button to begin the download. After the update iz
downloaded vou will be prompted ta run the installation to update
wour software to the newest version.

< Back

Cancel |

Click “Next”

The updated version of Healthy Start Software will be downloaded to your PC.

&

— Current File

Downloading file:
Coh hray BALOCALS™TAT empiiizse~tmp. exe

— Al Files

Tirme Remaining O minutes & seconds

¢ Back | [Est > | Cancel I

=101 %]
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When the updated files have been downloaded, the “Download Completed” Screen will appear.

£f Download Complete x|

The update for Healthy Start haz been successfully downloaded.

Prezs the Finizh buttan to execute the update installatian.

< Back

Cancel |

Click “Finish.”

Once the installation process has completed, you may begin to use the Healthy Start Program.
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